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ABSTRACT ' . - 

/ The intern report organizes concepts and 

materials to aid the extension .worker in his role as coordinator 
trainer of 4-H volunteer staff. i-'10-item task analysis of the 
extension worker-- 4-H and youth— as volunteer leader coordinator is 
presented. The imnortcince of managing a volunteer staff is touched 
upon, and models for job descriptions are. illustrated for the a-H - 
organizational leader and for the a-H project leader. A volunteer • 
agreement form is included, which can be useful from both the 
extension agency and volunteer viewpoints. A form for a volunteer 
personnel inventory- itemizes pertinent personnel information. An I 
annotated bibliography of resources provid-es the extension worker 
with materials! for assistance in training and supporting volunteers. 
Appended materials expand, upon the manager role by providing check 
lista, a coding system for resources, role-task identification for 
volunteers, -anid background information for planning. (AG) 
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A .. . p .. y 

CONCEPT:- . ■' • ' ' 

AN EXTENSION WORKER - 4-k & YOUTH'- HAS .AS HIS -PRIMARY 
• • * THAT- OF COORDINATOR AND TRAIJIER OF VOLUNTEER STAFF 

i : . . • . , ■ • . . t 

Extension 4-H and Youth has had volunteer ^ 
leaders s'^aff since the programs, begirmiog. 
. The usual sourpe for. recruitment has beea- 

the parents of 4»»U meoj^ers* " The parents 
^ assumed leadership as their children reach 
4-H age. . Until now this source halB. proved 
/ 'adequate. • ' . 

With the introduction of A*H programs into 
urban\areafl and of n^w projects requiring 
special expertise a nev image of ^he 4-H\ 
volunteer leader is developing. Volunteer 

V 

leaders nee^' to be recognized as an exten- - 
sion of the paid professional staff of the ^ 
Cooperative Ixtension Service and the Exteri- 
' - 'Sion workers 4-H & Youth 'recogniied as a 



coordinator and trainer of volunteer staff. * 

N ' • , 



TASK ANALYSIS OF 
THE EXTENSION WORKER 4-H & YOUTH AS 
• VOLUNTEER LEADER COORDINATOR"" 



i: 



J 



Tasks: , ' \ (• . 

1. Work with Council to plan recruitmeM" program* J 

2. determine vhere 4-H volunteer ^etfdws are needed. ' 

r 

3. ' Write job descriptions for each volunteer leader role« 

4. Seek 'new sources for voluhtee^r leader recruitisento \ 
•5. Prepat:e or obtain 4-H literatfure <|escribing volunteer tasks* 

-6* Interview^ select and place qualified applicants, 

?• Plan and inpl^ment volunteer training programs* 

8* Keep records of volunteer leader service* 

9.- keep volunteers^ttvated and enthusiastic. 

10. Recognize volunteer leader's accomplishments* 



Adapted from Pell, Arthur, "Recruitingj Traini^ & Motivating 
• ' ' Volutnteer Workers" 

Pilot Books, New York 1972 



MANAGING VOLUNTEER STAFF ■ ' 

Today agencies and organizations are in cotupetition in the ^ 
Arecruitmintt^J^^ to serve as an -extension of their paid ^ 

pi?pfessional, staff. Volunteers are being sought to serve in 
executive* planning and decision making roles and in the implemen- 
tatiou agency programs. The effectiveness .with which an agency 
uses^ It^ volunteers is dependent on how well the agency has pre- 
par^d itself to include thecv volunteer as part of its staff. Basic 
to this suScess Is the training of those responsible for the 
volunteer^ ox\ the agency and the establishment 'of a systep of- 
management.^ \ ^ • " ^ - \ 

As an agency is organized it identifies the paid professional 
staff and "support snecessary for the operation of the agency. One . 
major constraint as -to size of staff is budgetary. With a volunteer 
(unpaid) staff the mdjor constraint lies ifl the ability of the 
agency fcc recruit '^and keep the volunteer. Inherent in this success 
is a system of management which includes: 

^ 1. Establishitig the volunteer as a recognized staff member. 

2.. Identifying tasks which the^ volunteer can perform. 

J^. Preparing a job desaription for each role» 

4. Determining training needs. . 
* 5. Identifying resources for implementation of training. 

6. Evaluation. • » ^ 



MODEL; MANAGEMENT OF VOLUNTEER* STAFF 



Volunteer Classification 



The job description, cleariy defined, accords the volunteer a more 
visable place on, the agency staff. Each, agency needed to identify its cym , 
volunteer staff ro^es and to prepare its ovn job descriptions* Cooperative 
Extension 4-H & Youth has been involving volunteer leaders in its progiram 
since its beginning. 4-H job descriptions (figure 1) show how task^ are: 
identified. The analysis of the job description includes: 



4. Training Redononendations 

5. Resources for Teaching 



1. Job Title 
«. 2. Tasks ^Assigned 

3. Skill Level Required 

Task as used in .this paper is define.d as a single activity which is perfbrtned 
by the volunteer. 



Figure 1 
Task Analysis 



4-H Organizational Leader 

'Serves as liaison between Extension 
Service and Club inembership 

Counsels club nieinbers to help them 
to: 

Recruit membership ■ ^ 
• Conduct 4-H club^ meetings 

V l"^ (Officer ,Trai!iing) 
••'Plan club program to include: 

- Project -selection 

- Community Service 1 

- Cultural Development*" 

- Participation in county, 
regional, and state 

/ \ activities and events 

#. Works with project leaders and 
parents 

; 'Recruits assistance of 
project leaders 
-• Coordinate work' of project 
leader and junior l^eaders 

- Assist in involving parents 
in projects of 4-H members, 

- Assist members in project 
selection 

- Promote and strengthen 4-H 
program in c^ommunity 

; - Encourage project leaders / 

V * participation in Extension / 

» Training programs 



A 



4-H Project Leader 



Works, with club members In relat5-Sn 
to a specific project 

Work with the OrganizationaJL Leader, 
Community and Parents tof 

•• inform youth of learning oppor- 
tunities related to specific project 
* 

- Enrolls youth' in projecte 

- Recognizes project completion 
« Provide^ opportunity for club- 
member to participate in county^ 
regional and state activities 
related to projects 

«• Provides learning experiences fpr 
youth enrolled by: 

\ 

^ Securing project resources 
* from Extension Office 

- Visiting home to see projects 

- Conducts workshops and project 
meetings 

- Assists with record books 

r Informs about 'awards available 
V - Counsels and encouraged 



/ / 

/ 
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MODEL FOR JOB DECCRIPTfON 



Model 



A 5x8 ftle card - color codad 



(Front of file card) 



VOLUNTEER CLASSIFICATION 



3ob Title'; Ex,: Organizational Leader ; 



gwn Lev^H! Training Recommended Time Kequii-ec 



Example:' " 

Training ^H;- 
Club *Off leers 
(see Fig. l)y 



Understands Patil- 
mentary Procedure' 



Workshop on Parliamen- 
tary Procedure 



1 



1 day - within 
1st two months 
of assignment 

\ 



J" 



Back of File Card 



.RESOURCES 



Volunteer Leader Use 



Member 



Film: F1003 
P. 8001 - RF6003 



S 20bl 



P 8001 



V 8001 



1a 5 X 8 card system is recommended. Cards eoiild be color coded. I.E. Yellow^ r 
Job Descriptions; White Agreements, etc. . ' 

2Training needs should be decided in an agency-volunteer leader conference and ' 
laltoiel ^o the skill level o^ the individual volunteer. See Appendix A 
■ "Check Lists for Leader Training Needs", . ^ 

h coding system referring t^ materials in\n office file foi ease of recordings 
resources is recommended. See Appendix A for Coding System.) 



* II. Model for Agreement 
~ — 

As a volunteer is recruited his first interest is in what kind of job 
"he will be doing and what the benefits, of his time and help' will be. 
'A discussion of what will be expected of the volunteer should be' 
* included in the first interview anu when volunteer agrees, to wor^ 

for, the agency, a written agreement can provide a sense of security 
» . fo^^ both' the volunteer and the agency and can be^'uselEul in Evaluation 

of performance of both (see figure 2), . . 



Model Agreement 



5x8 Card 



VOLUNTEER - AGENCY- AGREEMENT 



Assignment) 



As a volunteer I agree to do the , 
following: 



>- 



1. 
2. 

3. 



(see figure 2) 



volunteer to serve as 



■(Job' 



for the 



(agency) 



The , / 



(agency) 

agreefe to provide the following: 



Back of Card 



Job Pl^scription; (Role) 



Task Analysis: 
,1. 
' 2. 
3. 
4. 



5. J__ 

6. 

7. 

8. 



-4- 



Figure 2 



SAMPLE 



1 

FILE CARD 5X8 COLOR COT)ED 



Jane Smith 



VOLUNTEER AGREEMENT 
have volunteered 'to serve as. Orf^Qnltatlona l Leader ^t^K , 



(Geographic) Aref; Any Town> USA 



Date 



I \ 



As A Volunteer X agree to: 

1. -Meet club tNiice monthly and at other 

times, as n,eeded 

2. Become familiar with agency philosophy 
— - and policies \ 

3. Make reports promptly 

4. Perform tasks of my job description 
(see back of card) 

I 

5. Attend. reinvent training sessions 



The,^ 
to: 



agency agrees 



&• Participate in 



evaluate performance & program 



consultation to 



Signed 
Date 



1. Provide a coordinator of volunteers 

2. Furnish a vritten job description 

3. Provide training oppbrtunitips 

- 

4. Provide resources, ^ relevant 'to 
assignment: books, pamphlets, 
films, etc. 

5. Provide supfc. vision 

6. Hold consultation with volunteer 
to evaluate program" & performa'nce 

7. Provide opportunity for promotion 
where feasible 



Signed . 

Extension Worker A-H & Youth 

Date r ^ ' 



(This agreement will be reviewed yearly) 



(Bade of Card) 



Job Description: Role - Organizational Leader 



Tasksj, With Club Members 

Assist Club menier to: 

Recruit Membership 

Train Club Officers 
Assist in planning 6e carrying 

* out meetings. 
Assist in planning club program 

to include project selection, 

community services, cultural ^ 

tours. 

Encourage participation of club 
members in county, regional and 
state activities & events. 



I 



Tasks: With Adult & Junior Leader i Parents \ 

Recruit Assistance of others for project 

leadership. 
Coordinate w^rk of project leaders and 

Junior Leaders. • 
Assist members with project selection. 
Promote and strengthen 4-H program in 

Community. 
Encourage participation in Extension 
^ Service training programs. 



ERIC 



The Organizatidnal Leader serves, as a liaison 
between the County Extension Service and the 
Club Leaders and tnembers. 

jWjp— ^ r 

--^^ , X^^J-U^^ ^ ^ ^ 



Model for Volunteer Personnel Inventory * • * ^ * 

. The volunteer perfom^ for satisfaction received, for self-actualiz?.f:ion. 
The supervisor needs to know each volunteer *• hi,s strength, vealcness, so 
that the- level of tasks assigned will bring satisfaction and a desire tq 
continue with the agency. ' y 



Volunteer pttsonnel inventory records assignment, personnel data, special 
skills and serves as a record af training received, performance, recogni- 
tion- received. 



Model: Volunteer Inventory 



5X8 FILE CARD COLOR CODED 



(front of card) 



VOLUNTEER INVENTORY 



Name 



Date Volunteered 



Address 



Phone 



Roles Assigned: 1« 



Marital Statue:M S W D-- 
No. of .Children ' Age's 

Date of ^irdh 



Jr. Leader: Date of Birth 



Occupation: 

Occupation of Spouse , . , ' ^ 

Education: - 1 2 3 4 5 6 7 8 9 10 11 12 
College- - 1 2 3 4 
CoitlQge Plus 1 2.3 4 
Degree ^ 

Have j Auto Liability Coverage: Yes No 

Special SfcUls: \ 




\ Back of Card ' 

Training Received: 
Date • Type 



• Duration 



Example: 

10/1/73 Orientation 1 Evening 



Instructor 

J 

Agency 
Supervisor 



Resources Provided 

. Prof. Volunteer 
F lOlb P 1038 
P ld32 



Recognition Given: 






Date What 


- 

Where 


By Whom ' • ' 


Conmentary: ' Example: 


Handles emergencies well, can 
in g'roup settitig, could' serVe 


work with gpoups, contributes 
as board member. 


Promotions: ' 


.\ . ■ • 











ERIC 



11 8 



IV. Resources * • 

' Agfency personnel responsible for the training and supervision of the 
volunteer needs have ..o.n..ha9d. or be . knowledgeable of a. source of obtalwlng 
materials necessary for "the training and, support of the volunteer. Bo^ks, 
pamphlets, film strips, etc., can be placed in an office file. Film \and 
' video tapes which are more' costly can be made avai^lable in a regional \^ 
locati'On. ' " * • - • 

; An annotated bibliography oFsome of these resources follows: 
• TEXTS * VOLUNTEER 

Recruiting^ Training & Motivating Volunteer Workers , ^rthurji: Pell 
Pilot Books, Kew York 1972 



r 



' Order from: Pilot Industries, Inc. 

/ 347 Fifth Ave. • 

* • ,l^8w York, -!*Y. 10016 - . 

Price: $2.50 ' " 

The .intent of the author Is to glv^ qylck insight into volunteer 
, ^ management. Good information In usable form. 



\ Train ing-the Trainer , Veri & Haar, Extension Division 

University of Missouri, 

, . . ) ' St. Louis, 'Mo. 1971 

'Availability: Extension Dlviaicn ) ^ ' J 
> University of Missouri ^ 

' ' 8001^Natural Bridge Rd. . ^ 

St. touis. Mo. 63121. 

Cost: $2.50 

Written especially ^for trainers of trainers. Best used as a supplement 
to trainirfg workshop where content may be discussed. Covers theories, 
ideas and suggestions. » . - — - ^ , 

' The Volunteer Community . Schindler-Rainman, Lippett ^ . 

Center for a Voluntary Society, Wasliington, D.C.1971 
» * ^*«* 

AvaUability: Center , for a Voluntary Society 
/ 1507 M St., N.W.^ 

Washington, D.C% 20005 ^ ^ 



Cost: $3.95 



\ 



Sumifiarizes social trend^^ analyzes needs and opportunities of 
volunteers, explores motivation, analyzes programs, needs fot-^ 
training trainers and focuses on the future; 

Volunteers Today . Harriet N. Naylor 

Dryden Press, Dryden, N.Y.. Revised- 1973 ^ ^ 

Available: National .Center for Voluntary Action 

1625 Massachusetts Ave. ^ ^ ^ 

Washington^ D.C. " 

Co^t: ^ 3.'95 . • , 

Text ^directed tox^ard those- using volunteets in their agencies. Gives 
CD?r>" ^ greater consideration to, volunteers for their increased effectiveness 
cK^^^ " and their satisfactioi^l^m service rendered. _ 



(Text Continued) 

Volunteer Traihinf^ and Development , Stehzel & Feeney 
The Seabury Press ^ New York, N.^. 1968 

Availability: The Seabury Press, New York, N.Y. 
Cost: $4.95 

Content aims to offer readers a working manual for those 
engaged in training .and development of volunteers ♦ 

PAMPHLETS V " * ' 

/ . 

Agency Ad ministration Score Sheet , Dallas Voluntary Action 
Center,\ DaUas, Texas 

A/50 point score sheet to check your agency's adequacy 
in use of volunteer staff. 

How to Wor k with Volunteers^ ,HWC of National Capital Area 
Washington, D.C. 1962 

^ Availability: Health & Welfare CobnciL of National 

Capital Area, Washington) D.C>^ 20024 
Cost: $1.0p , C ' ' . 

A demonstration training course for agency staff members. 
A proceedings report contains^ informative reports of 
speakers at six s'iessions held. 

Let's Measure Up: ^ SeV^af Criteria for Evaluating a Volunteer 

^ Program^ Center for Continuing Education, Northeastern 
X .University, Boston, Mass. 1971 ^ 

Availability: Th^ Center for Continuing Education 
Northeastern University ' - 
360 Huntington Ave. 
Boston,, Mass. 02115 ' 

Cost:* N/C 

Check list type forma t . Covers acceptance by staff, recruit- 
ment interview and pJ^feimdht, orientatioQ and training 
supervision, re-assignment assimilation, recognition.^. 
Includes Appendix: Volunteers, how do you use them 

Planning for Volunteers in Your A gency's Program, HWC Publication 

X #14, 1963: ^ . ^ 

Availability: Jlealth & Welfare Council of National Capital Area 
.95 M ^St., S.W. 
Washington; D.C. 20024 



Cost: 756 



/ 



Handbook for structuring youragencj^s volunteer prjgram- 
Good for introducing volunteer program^to,.agency staff. 



(Patnphle ts continued) 

. The Professional Volunteer - VJhat you Need to Know, WMCA Publication 

T TQ79 ' ' \ 



\ 1972 

Availability: WMCA: Call for Action' 
^ 888 Seventh Ave. , ' 

New York, N.Y. 

Cost: $1.00 

The volunteer professional is defined as one traihed for 
specific professional job • doctor, lawyer, tea9her -ywho 
volunteer their time to^assist'in a comouriity project. 
This pahmplet is a guide to inclusion of this professional 
^in the program of an agency. 

MANUAL . ^ f . 

Guidelines for the Volunteer Coordinator, prepared under the direction 
of Betty H. Wiser, Director with Emerson H* Snipes, Program Asst. 

Order from: Dept. of Sociology & Anthropology - 

The Urban Affairs Community Service CentiJr 
North Carolina State University " 
Box 5428 

Raleigh, North Carolina 27607 

Operational ^fanual for Volunteer Talent Pool> Burgeon, Winter & 
* Goezler, 1973 . ! 

Order fromj Saraspta V<ftunteer Talent Pool & Training Center 
655 Tamiami Trail ' \ , 
^ Sarasota, Florida 33577 
Cost: $2;o6. 

/ 

t 

A complete manual for developing a community volunteer center. 
Sample forms included 

Your Volunteer Program^ Dee Moines Area Community College 

Ankeny, Iowa 1970 ! ' 

Availability: EPDA Volunteer Coordinators Program 
Bes Moines Area Comoounity College 
2006 Ankeny Blvd. 
i Ankeny, Iowa 50021 

^ /Cost: $2.50 

A very complete handbook includes volunteer history & philosophy 
Discusses boards,*function8, recruitmeat, interview, placement, 
orientation, retention, record keeping, budgets and financing, 
and evaluation. - * 

^ ' ' ■ ■ ' 

/ > 



( 



(Manuals continued) 

-< 

Volunteer Coordinntor Guide , prepared by the University of Oregon 
Center* of ^Leisure Study and Community Soi:vice 1969 . 

• Order from: University of Oregon 

Dept; of Recreation & Park Management 
*^ Center of Leisure Study & Cotnmunity Service 

1587 Agate St. 

Eugene, Oregon t7403 '•^ 
.Cost: $2.00 ' " - 

A veil thought-out guide for coordinatprs*^ Includes sample 
records and forms. ^ 




TEXT 



VoluQteer Recognition ^ Manual - National Center for Voluntary 
fbn 1973 . ' 

Order from: National Center for Voluntary Action Clea rJ.ng.JfIaus,a- 
1625 Massachusetts Ave. 
Washington, D.C. 20036 
Cost: $l-.00 ' 

Content: A broad discussion of volunteer recognition as 

"badly in need of overhaul^expansion and reflefinition". 
Sugge^tions-f or recognizing volunteers . 

' " LEADERSHIP 



Leadership & Dynamic Group Action , Beal, Bohlen, and Rahdabaugh 
Iowa State University Press, Ames, Iowa 1967 i 

Order from: The lova State University Press « 
Atnes, Iowa 

Cost: $4.95 

The book* develops the logic of individual behavior in group 
setting. A complete aid to effective group leadership. 



PAMPHLET 



Focus : Team Building, •jfoint Publication - Center for A Voluntary 
Society, Heines, Carol, Margolis, Jan Margoles, Fredic 
National Council of Catholic Laity 1971 

Availability: Center for a Voluntary Society ' ' 

1507 M St., N.Ww 

Washington, D^C; 20005 
Cost; $3.00 ^ ' 

A training for working together effectively. Innovative approach 
which assists participants in 1) learning methodology for setting 
goals; 2) understanding d3niamics of how groups works. Helps in 
determining actual goals and action strategies. 



0 
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(Pamphlets continued)" \^ 

Guid^ines- for Leaders , University of Maryland, Einar Ryden 
Dept. of Extension Education, College Park, 1970 

Availability: Dr. Einar R. Ryden 

Dept. of ,Exten-<;ion Education 
» Symons Hall, University of Maryland 
College Park, Md. 20742 . f 

Cost: $ 2.50 



> ! 
Content: Criteria for learning experience. Teaching learning 

process, criteria for continuing evaluation. Suggested 
procedures for conducting and evaluating workshops. 
^ Planning a meeting: check list. 

How to Change Things V7itKas Li'ttle Pain as Possible, Jan Margolis 
* ^^7\ Center for ^ Voluntary Society 

Availability: Center for a Voluntary Society 
\ * 1507 M St., N.W. ^ . ; 

Washington, D.C. 20005 
Cost: $3.00 - ^ 

r 

A guicie for group involvement in analysis of goal setting, 
action planning, action taking, eva]Lyating. Innovative^ 
approach. ^^^^ ^ 

Kellogg 4-H Intern Report, Phyllis Stout, Program Leader, Yoiith 
Development, 4-H," New York ' • 

> 

Availability: Dr. V. Milton Boyce 

Program Leader, 4-H-^Youth ES USDA ' 
Washington, D.C. 20W0 / 

Mrs. Stout's report includes: Leader ^evelopmenf Model; i 
Leader Role Model; Grids for Recording Task Role Teaching 
Resources.; Annotated list of kitsi' films, slides, slide 
tapes, filmstrips, and 'publications for leader training. 

BOOKLETS. • i ^ , 

Y6uth Leadership and Group Ef fectivniss . Monograph, Leadership 

^ Resources, Inc. 1963 / 
* - ' / 

Availability: Leadership Resources, Inc. 

1750 Pennsylv^la Aye., N.W. 
Washington, iJ.C'. 20006 ' 
* ' Cost: $1.25 / V 

-This monqgraph had the imput/ of 4^Exten8ibn st^ff in .its 
*^ development and is especially useful to leaders of youth ^ 
groups. Discusses the effective group, leadership behavior. 
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(Booklets continued) 

Youth Takes the^Lead , Science Research Assoc Inc. 1969 ' 

Order from: -Urban Research Corporation ^ 
5464 South Shore Dr« 
Chicago, Illinois 60615 

Cost:* $1*95 

, Youth awareness is creating a demand for them to become 
involved in social action* Youth Takes the Lead provides 
a set of guidelines for teenagers who take part in cpmmiin 
affairs. 

Leadership Development , an Iow& University\Self-study^ourse, 
Ames, Iowa 1969 2 volumes - Parts A & B 

V ^ ^ • 

Availability: Extension Sociologist 
204 East Hall 

Iowa State University \ 
Ames, Iowa 50010 ) 
Cost: $2.50 * , " / 

^ ' ■ r 

Contents: Programmed learning (self study) 

Part A: 1) Understanding Ourselves & Others; 2) What is 
Leadership; 3) Internal Group Dynamics 

Part B: 4) Communications ^Process; 5) Group Tecf^iques 1 
lind Group Techniques 2 

^ Looking into Leadership, The Executive Library - Leadership 
Resources, Inc., Washington, D.C.^ 

Availability: Leaderal^ip Resources, Inc. 
* 1750 Pennsylvania Ave*, N.W. 

^ Washington, -D.C. 20006 Ik 
Costs: Individual- Title - $1.25 each 

Bound Library - $13.50 _ ^ J) 



( 



Titles: 1.' Styles of Leadership 

2* Authority & Responsibility 

3. Individual Motivation 

4. Improving Performance through Job' Design 

5. Decision Making 

6. Group Effectiveness 

?• The Consultion Process 

8. Planning for Change 

9. The Use^of Time » 
10. Personnel Communicaticm ' 
11". The Art of ListeningO 
12y^The Learning Climate 

13. Appraisal of Personnel 

14. 'Self\pevelopmeht 




■ ' I- " APPENDIX* A ■ 
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Check List for 4-H Organizatibnal Leader 
Training Needs . /. .> .j . 16 



Check List for, 4-H Project Leader Train- 
ing Seads ••• 

Coding System for Resources 



t 
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Role-Task Identification for. 4-H 

Volunteers . . . . . .'^ •■• •. / 



, Source:^"^!^. Louise Kilpatrick 

Md. State 4-H Program Leader) 
*CHECK LIST • . , 

■ 4-H ORGANJZATION LEADERS TRAINING NEEDS - 

. ' % * Need More 



To be checked by Volunteer Leader 
jl UNDERSTAND: ^ 

1. The three parts of a 4-H Club meeting. 

2. The importance of the program being based 
on the needs & interests of the members. 

3. How to work with officers & members to 
develop the yearly club program, 

4. How to work with officers i program 
participants prior to each meeting. 

5. My role at the club meeting. 

6. How to involve every member at meeting; 

7. How to identify & utilize resource 
people in the club program. 

How par.ents & other adults can help. 

9. My responsjlbil^ies ih relation to 
securing Project Leaders & other 
adults to help with the club. 

10. Hox^ to determine whlch^4-H projects 
are available to th^e members of club. 

' V ^ r 

;11. How to help, membeys select their 



Yes Partially 



No 



projects. 



/ 



12. Hox^ to work with /Project Leaders. 

13. Hox^ tp recognize each child as soon 
-as he, completes/ a project or major 

taskv / 

14. What^ertifica'tes, ribbons, etc., are 
available for/ presentation an local club^ 
meetings or ^qmmunity achievement events. 

15. How to work ^wii^h the ^iub officers, 
other adults & members in planning & 
conducting fcoicmuhity 4-H achievement 
events. / \ 

*,t » '/ \ - 

16. How to wor^k with menders in selecting 

* , & carrying out a community service project 

17. What pro^tam aids su<m as films, are 
available* from Ext^ Otfice & procedure 
for reqi^esting their use. 

18; How eac|i Ext. Agent can help & how to 
request^ such assistance. 



s 



{uesb su( 
it'ppbli< 



19. What'piblications are^^available & hovj 
to order them. \ 

/\ ' . \ 

20. How members & club can participate 



*the agent and ne: leader^ u'ill 
ch^ck this together in order 
to^ determine training loader 
will need. Each agreement 
would be tailored to fit 

. needs of individual volunteer 



in eyents. . ' 



' > CHECK .LtST ^ 
f»ROJECT LEADERS TRAINING NEEDS 



(To be completed "by volunteer leader) ) 

Yes Partially 



I UJTOERSTAND: 



.1. Subject matter related to this, project, 

2,' What printed materials are available 
- and how to obtain them. • 

3« Hov Extension can help and how to 
request it, 

4, What teachirtg aids (filmstrips, 

' equipment, bulletins) are available 
and how to request them«. 

5, How to plan a workshop series related 
%p the project. , r 

6, How to help metnbers with Judging. 

•7. How to help members with demonstra- 
tions. 

8. What county and district events are 
reEited to project and how tp 
participate.^ 

9. What awards are available. 
10.- How to fill 'out a record book. 



RIG 
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CODING SYSTEM FOR RfisbURCES 



r 



7 



Code: * 

F 0001 ..; film 

/'fS 1001 filmstrip 

/ 

/ S 2001 slides 

/ V 

K 3001 teaching kit 

B i4001 bulletins 

L 5001 leaflets ^ 

P 6001 •^ pamphlets 

DG 7001 • discussion guide 

RP 8001 resource person ' 



\ 
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ROLE OF VOLUNTEElfe 



This check list will serve to 
detcrtnine training needs in 
each volunteer role* » 



FUKCTIONAL TASK 
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Training Leaders 



Recruit Leaders 



Recruiting Youth ' 



Recruiting Junior Leaders 
Organizing Clubs 



Training Officers - Committees 



Assist Program Planning 



As sist Program Implementation 



Assist Planning Activities 



Assist Project Selection 



Teach Project Content ' 



Assist Pro1e,6t Record Books 



Secure Project Materials 
Train Project Leaders 



Solicit Parent Support 



Solicit Community Support 



Secure Donors 



\ 



Secure or Provide Financial Support ^ 



^ Liaison l^ith Extension Service 



Participation in County Events 



Provide Transportat^n 
Secure Meeting Places. 



EvaliWte . 

Spon3l3r Activities 



Publicity 
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Volunteerism ^ - Summary a National Survey ^ 

Nearly half the volunteer workers are between 24 and -44 years, of age. 

Most volunteers aged 25 to 44 are women* Almost two-thirds of the 
tota. women volunteers were not in the labor force, at the time of the survey- 

The bulk of volunteers was married. * 

WiVes had signif icantly'higher rates of volunteering than husbands. 

' The rate of volunteer activity is nearly twice as high ambng white- 
collar workers as it was among the rest of the labor force. 

The more schooling a person has and, since income and occupation, are - 
highly correlated with education, the higher the income- and the better- the 
job (in terms of vhite-collar versus blue-coHar services, or farmwork) the ^ 
more likely a person Is to engage in some volunteer^ service. , 

The BLS survey showed a volunteer participation rate of 9 percent for 
Negroes. 

. Most volunteers of this age group worked in education and other youth 
activities. . . ' 

The most popular forms o.f volunteer activity are in education, social 
or welfare service or serviceo to youth. Women are much more likely than 
men to change the kind of volunteering they do according to the stage of 
life cycle they are in; much seems .to depend on number of children and their 
ages; . . ' 

Volunteer work, in general,' can be divided into three types: executiveN 
and policy-making, administrative, and direct service. 

" In a typical week,, volunteer.s average 5.6 hours in one or more activities 
according to the BLS survey. A third of all volunteers worked nearly every 
week or every 2 Weeks. 

Nearly half the volvinteers reported that they spent less than 25^°"^^ 
a^ year in volunteer wdfrk. A third of the volunteers worked 25 to 99 hours, 
or the equivalent of an hour every 2 weeks to 2 hours tx week. 

While a majority (53 percent) of the regular and frequent vblunteer worker 
put in 100 hour/s or more during the year, some apparently worked on an average 
of less thpn l/hour each timfe* f 

/ * ' * 

Reasons for Volunteering: * ^ 

1*. Sense of /duty - saw that the work had .to :be done, felt an Obligation or 
duty to io .it; believed in the work of the organization for which they are 
j5^Pi"SJvQS-^^^»- because of membership ^in a particular 

organization. * 

2. Help people --wanted to help people, an organization or community. 

3. Enjoy doing volunteer work - enjoy helping people, like or have interest 
iri the organization, gain self-satisfaction, love to be of service to 
((eople or an organization.; 

^Source, Americans Volunteer, U.S. Dept. Labor Manpower Administration 

/' 

f / . 
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(Reasons continued) 



4. Asked to do volunteer work - by. a friend, relative or other person. 

5* All other - including Reasons such as desire to gaih experience, help 
friends and relatives^ doing volunteer work, and help alleviate effects 
of tornado, flood, or other natural disaster* 



Some^ business or professional men and women z^y be active in local 
fraternal or civil organizations because of potentialities for financial 
improvement through personal relationships; others may perform volunteer^ 
work to achieve prestige or to improve theit status in the community, / 

V , The' agencies are learning that it takes longer to recrui»t volunteers 
from the disadvantaged areas* 

Most agencies accept high turnover as one of the "costs of doing business" 
a nd. rely on training to keep an effective program going. 

The ratio of staff, to volunteers seems to run about 1 to 175t200. 

Peace Corp and Vista incorpotated a new concept - that of the "paid^ 
volunteer" - in the traditional pattern of vol^unteering. This concept has 
been expanded in other Federal and voluntary agpncies to make it possible 
for persons with low incomes to^do work they cou'ld not otherwise afford to 
do and for the agencies to serve more clients at ^smaller cost. 



It- is predicted that a more affluent and .better educated society is 
going to be disposed toward volunteer work even more than today's citizenry. 

While on the one hand, increased leisure 1 makes possible volunteer work, 
it has been founi that those who have fewer responsibilities (the older and 
the younger) are less likely to volunteer. Those in -the middle age gt^oups 
seem to have .the strongest motivation. Pcoffessional workers and managers 
work longer hours than clerical or blue-collar workers; yet they also 
volunteer more. The BLS survey showed that volunteer r§tes for persons 
employed during the survey week were not necessarily dictated by. the number 
of hours worked on their regular jobs. Men who worked AO hours or more Had 
a volunteer rate of 6.5 percent, nearly twice that for fnen who worked fewer 
hours. V Among vjopaen however, a greater proportion "of those who usually worked 
.part tithe than t^hose who worked 40 hours or more were vdlunteer workers* 

..Considering th^ long-term trentf toward increasing labot force pajrticipa- 
tion of women, particularly mature women, and the increasing job opportunities 
in social welfare and other service-type activities, many v?omen may choose 
employment over volunteering. 
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* THE ADMINISTRATIVE VOLUNTEER 
— F : 

Concerns:* * • 

* * i 

Agencies are faced with the constrant challenge of securing manpower 
for administrative "Volunteer positions within the agency. 

s Skilled persons with clout seem illusive. ^ 

* ^ . Skilled persons are often very busy in many areas of community life. 

People are moving more frequently today (by changing place of 
tresidencp and occupation). 

' ' - \' / 

Position>van, councils need to be changed to meet the tim$ and 
ioterests of today's volunteers. 

^ - kinds of jobs 

' • - duration of job 

^ ^ — - relationship to others in the council 

- nuthber of meetiog^ • hours involved 

^Volunteers are demanding clearly defined jobs. 

^^Agencies are wrestling with the dilemina of grouping volunteers such 
V as policy-making grojiip with the task-oriented/delivery group. 

Grass roots are demanding to be a part of agency decision-making 
(geographic, minority, constituency, community representation, etc.). 

Needs o£ Agencies are changing - thus volunteers with different 
skills anS backgrounds afe needed. 

^ 

Skilled persons who sp^ak for and give leadership to special groups 
(such as the poor, minority groups, etc.) seem difficult to identify, 
- recruit and support. ' 



♦Concerns as listed on pages 24 - 28 identified at the 1971 Quadrang■.^^ 
Conference Camp Fire Girls, Inc.- 
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THE PROGRAM. VOL JNTEER . 



Concerns: 



There are many more opportunities for volunteering than in the 
past. i 

Women are going back to school in greater numbers. 

More women are .^working more hours. ^ 

Volunteering for youth agencies is not in "vogue'?. 

Recruiting leaders requires new sources of volunteers and different 
techniques. 

Volunteers' tenure is decreasing as the mobility rate is increasing 
^and as the diversity of volunteer opportunities is heightening. 

.Agencies are facing the challenge of finding and! supporting leader- 
ship within the low income communities. 

It is becoming increasingly important to recruit leadership with care 
and selectivity. ^ 

Agencies are examining the recruitment techniques in light of the. 
first impact which. is made on the prospective leader and the effect 
Jit has on her whole attitude about leadership, the program and its 
values. 

Youth agencies are finding that they must reach otftsidg of the 
parent group for leadership, using a variety of techniques and new 
sources of prospects. 

Agencies are facing 'the' challenge of finding, interesting and keeping 
leadership from the high- income comtcunitles. 

Agencies are finding that leadership of special groups requires 
specialized personnel with special techniques and materials. 

^ / , . 

Agencies are not utilizing <the skills and time of the retirement 
community. 

Greater mobility requires increased support for groups with changing 
leaders, retiring leaders, new leaders, members who transfer, members 
who do not transfer, etc. 
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VOLUNTEER DEVELOPMENT 



Conceirns: 



Attendance at traditional training courses does not result U^^-^ 
incieared t:2n'\r»3 or ?tr'rove;l qifility of f,roup program. (, 

Volunteers seem to v/ht to design their own learning experiences. 

Volu*^teers are not Interested in the extended courses involving 
si^.t'^C' hours ovor four ueeks. 

People have limited time to give. 

Volunteers have -a great variety of backgrounds ^and skills. 

Volunteers want, to learn while tackling their job -.their nee^ 
seem to be task oriented. 

Agencies seem to be facing the constant challenge of bringing 

ndv persons on board while continqing to support seasoned members 

of boards and committees. ' " ^ * . 

Agencies are voicing' concern about designing learning experiences 

for leaders to help them become comfortable with the new cjlrections 

in programs, I I ' A 

Agencies are challenged by/rhe need to design development programs \ 
which will help leaders deal with the needs of today's youth. 

I ' . 

Training committees are asking how they can reach those who choose 
not to attend {training sessions. , ' • . *^ . 

Diagnosing attendance' trends, leader needs and desires related to 

training required in-depth analysis. ' » ^ 
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STAFF~VOLUNTEER^ REUTIONSHIPS 



Concerns: 



ERIC 



The role o£ a staff member and relationship to volunteer. 

/ Voluntetr expectations of the professional staff. 

( * Deployment of staff to accomplish the greatest impact^ within the 
V^budget limitations. ' \ 

Seeking of ways to improve the team efforts of volunteers and 
staff. ^ > \ f 

' Finding staff who are. willing"^ to work overtime, evenings ar 
weekends. - ^ »^ \ 

i 

Utilization of persons who do not have college degrees who have 
■much to contribute. - . » \ " 

Complexities of communities requiring new and different kinds ^of 
positions, titles, and job descriptions for paid staff. 

Today's life styles producing volunteers who are able to function 
^ for only a short durat^itn^ aiid on an irregular ba^is. ^ 

/ 

Highly skilled volunteers^ demanding more of staf f members. 



\enure of paid staff in any one. position decreasing. 
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' AGENCY 
EXTENSION'/GlflOI^H/MAINTENANCE 



Concerns: 



\ 



Agencies are struggling with means to organize for real gVowbk. 

Agencies are concerned about serving a large decentralized mebibirship 
with the same personalized service as a small centralized membership. 

* ' ' " . 

Survival seems to demand growth and movement into all areas of the 
community. 

It is more economical and also a sound program principle to have 
larger groups. 

One group organization technique will not work in all communities 
and neighborhoods. 

Growth will involve more Bujcids^and 'staff. f 

Exis^lijg ■ staff is not always able to move outz into new communities/ 
neighborhoods. . ( 

Program opportunities ar^ greatly ^enhanced when membership Is composed 
of peoples- from n^ny minority gr6ups and t)x& full range of economic 
levels. ^ 

^ /. 

Different communities/neighhocfioods hf^Ve different needs and 
priorities. ^ ^ 

Agencies are cofficerned about how to "branch out into other than the 
traditional group programs so as to serve )the needs of communities. 

( " 

Participation is often lost not because of disinterest but because 
of lo^ of leadership-, lack of transport/tion,' lack of funds, lack 
of exciting program. 
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